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Career Objective

Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the Organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
Educational Qualifications

· Completed Bachelor of Business Administration (BBA) from Calicut University.
· Passed Secondary School Examination from Our Own English High School, Sharjah(2010-2011)
· Passed Higher Secondary School Examination from Our Own English High school, Sharjah (2012-2013)

IT Skills

· Operating System Worked on – Windows all Versions.
· Application Tools – MS Office, MS Outlook
· Proficient in Internet application tools.

Professional Skills:
· Worked as an Admin Assistant for Triumph Management Training Center from 
January 2016 – February 2017

Duties & Responsibilities
· Handle direct calls and coordination with clients

· Organize and schedule meetings and appointments

· Handling mails, correspondence memos, letters, faxes and forms

· Assist in preparation of regularly scheduled reports

· Develop and Maintain filling system

· Book Travel arrangements

· Worked as Promotional Staff for International Foodstuff Company for November – December 2014
· Worked as Promotional Staff for Tiffany foods for January – March 2015

 
Duties & Responsibilities

· Demonstrate and provide information on promotional products/services

· Create a positive image and lead consumers to use it

· Distribute product samples, brochures, flyers etc. to source new sales opportunities

· Set up booths or promotional stands and stock products

· Understand customer needs and handle different types of personalities

Strength and Skills

· Good verbal & written communication skills
· Excellent listener, patient and sensitive to clients ‘needs.

· Quick learner with proven problem-solving skills
· Good analytical and communication skills
· Ability to sustain hard work, punctuality and determination
Personal Profile   
Date of Birth

:
21 / 08 / 1994
Sex 


: 
Female
Nationality

:
Indian

Language Skills
:
English, Hindi, Malayalam
Visa Status

:
Father’s Sponsorship   
UAE Driving License
:
Valid UAE driving license 
Hobbies

:
Reading, Playing Badminton, Browsing Internet & Listening           

Music.                                   

Declaration

With reference to the above I thereby seek for a suitable position so as to prove myself as a significant team member in contributing to the growth of your organization.                                                        
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